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General Information

Task Process Information

The Purchase Order Inquiry page can be used to assist in the PO Close Request
process. Use the Purchase Order Inquiry to help identify POs that have NOT
been ‘Dispatched’ which may include the following:

1) POs created in GEARS by mistake or no longer needed

2) POs with PO Status of Approved, Canceled, Denied, Open, Pending
Using the Purchase Order Inquiry Page Approval, and Pending Cancelation

3) POs with Budget Error(s)
After you have identified POs that have NOT been Dispatched that are eligible
to be closed, notify DPCGA (Procurement) which POs should be closed (via
email to DPCGA). Procurement will then close the requested POs and any
associated Requisitions.

GEARS Navigation

Purchasing > Purchase Orders > Review PO
Information > Purchase Orders

ManMenus > Puthasingv » PurchaseOrdersw > Review PO Infomation» 3 Purchase Orders

1.0 Process

This document is intended to provide a quick reference to using the Purchase Order Inquiry Page within GEARS.
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STEP

ACTION

DETAILS

1.

Specify the PO Selection Parameters.

Enter the criteria for your PO selection,

and then click | 5&2ch

@ To select POs that have NOT
been ‘Dispatched’ for your PCA, enter
parameters in the Program Cost
Account (PCA) and PO Status fields.
You should run a search and analyze
PO results by the following PO Status:
Approved, Canceled, Denied, Initial, Line
Denied, Open, Pending
Approval/Approved, and Pending

Cancel.

Note: POs with PO Status ‘Complete’
are already closed in GEARS.

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

MDJUD

Business Unt
PO 1D [begins with v |
Contract SetlD
Contract 1D

Release N..mt;er

Purchase Order Datelﬁ
PO Status = w| I| ~
Program Cost Acccu"t| begins with s |
“endor ID
“endor Name
Buyer Name

[ case Sensitive

pp P

2}

[ le

=
Clear Basic Search = Save Search Criteria

@ To view POs in your PCA including all PO Statuses, except those POs that
have already been closed or dispatched, use the following parameters. Enter
your PCA number in the ‘Program Cost Account’ field. Set the PO Status drop
down to ‘in’, Hold the CTRL key and select Approved, Canceled, Denied, Initial,
Line Denied, Open, Pending Approval/Approved, and Pending Cancel.
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Purchase Order Inquiry

Enter amy information you have and click Search. Leave fields blank for a list of :

| Find an Existing Value |

w Search Criteria

Business Unit MDJUD x| Q@
PO ID [begins with || |

Contract SetiD | begins with w | (e}

Contract 1D | begins with v | Q,
Release Number|= v |

Purchase Order Date|= v o Gl
in____ v Sl

Complete ||
Denied
Dispatched |
Initial
Line Denied
Open
Pending Approval/Approved
Pendina Cancel
Program Cost Account fbegins with v |6 |
Vendor ID|begins with v || (e}
Vendor Name | begins with || @
Buyer |begins with » || Q,
Buyer Name | begins with | (e}

[Icase Sensitive

=&l
Search Clear | Basic Search & save Search Criteria
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2.

The results from your search criteria
display the following fields: PO ID,
Contract ID, Release Number, PO Date,
PO Status, Program Cost Account (PCA),
Vendor ID, Vendor Name, Buyer, PO
Type, Purchase Order Reference, Hold

From Further Processing.

Note: Make note of any POs that are
eligible to be closed. Submit an email
to DPCGA (Procurement) with a list of
POs to be closed.

@ The page displays a certain number of POs at a time. Depending on the
total number of results, there may be more POs as a result of your search. To
view additional POs as needed, use the left and right arrow buttons on the top
right of the grid. In this example, there were 30 POs based on the search
criteria used.

Firg_{

1-30of30 Lgsl

Buyer PO Type Purchase Order Reference Hold From Further Processing
LYNNE.KELLEHER General REC#5591 M
KEVIN_JONES Contract Req #20878 N
KEVIN.JONES Contract Req #20872 M
ALLISON.LEEBRICK General (blank) M
FIELD _BUYER General Cafering Services M
KAREN.HOANG General (blank) M
FIELD BUYER General (blank) M

AT AT P ) PN TR S Ml AAAAAATE AT A LS

@ You can click on a PO ID link to access the PO Header/Inquiry Page to
look at a more detailed view of the PO.

Purchase Order Inquiry
Purchase Order
Business Unit MDJUD
PO ID 0000031545
Change Order 2
Header

PO Status  Approved
Budget Status  Ero8

Doc Tol Status Valid

Backorder Status Not Backordered

PO Date 11/17/2011

Vendor Name NECCORPORA-0D1.
Supplier ID 0000008641
Buyer Kevin Jones

Receipt Status. Received
Hold From Further Processing

Vendor Details

Amount Summary
PO Reference Req #20878

Merchandise  1,120,154.05
Header Details Actvity Summary FreightTaxiMisc. i
Change orcer Heaser s ol 142015605 USD
AIRTY Document Status Encumbrance Balance 000 USD
wiatching - Actions
Lines personaiize | Find |view Al | 01 B Fist 4 140r4 O Last
Line tem ID ltem Description Category PO Qty UOM Merchandise Status
B New Telephone systems at DC Up  COMM_EQUIP_PHONE 1.0000 AMT NTABTO0USD  Approved O [T
2 B Telecommunications Equipmenta  COMM_EQUIP_PHONE 1.0000 AMT 31,10813USD  Appoved O [T
3 B Telecommunications Equipmenta  COMM_EQUIP_PHONE AMT 000usD  Canceed O [H
4 B Telecommunications EqQuip. 8 Se  COMM_EQUIP_PHONE 1.0000 AMT a7E0000usD  Approved O [
View Approvals View Printable Version
" Retum o Search 1] Previous in List | (4] Nextin List | | Nofily JRelated Links

3" Return to Search
@ After you have reviewed details of the PO. Click the g Toum™ ek

button to return to PO Selection results.
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3. If there were no results from the PO Purchase Order Inquiry

selection criteria, the system will Enter any information you have and click Search. Leave fields blank for a list of a

return the message,
Find an Existing Value

« No matching values were found. ", Search Criteria

In this example, the search parameters Business Unit[= | pDJuUD = |

included, PO Status ‘Open’ and PCA PO 1D | begins with
Contract SetlD | begins with »
‘40801’.
Contract 1D | begins with s
Release Mumber
Purchase Order Date
PO statudl= ] lopen =l
Program Cost Account{begins with ]/40801 |
“Wendor 1D | begins with s
Vendor Name | begins with s
Buyer | begins with »
Buyer Name | begins with s

[Jcase sensitive

pp

(&t

PLRLA

=
Search Clear Basic Search [27 Save Search Criteria

INO matching values were found.l

@ End of Document

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer to the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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